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THE EXECUTI VE ASSI STANT ( BASE OPERATI ONS) * DEFI NED

The Executive Assistant (Base Operations) is a civilian position
whi ch functions as the assistant to the Garri son Commander (CONUS) or
to the Community Conmmander (OCONUS). Reduction of mlitary officer
spaces in the Table of Distribution and Al |l owances (TDA) environnent
has resulted in a need to enploy and institutionalize this concept
Army-wi de. The Executive Assistant serves as the alter-ego to the
Garrison Commander/ Communi ty Commander, and may act in the absence of
the Commander on all matters except for those involving conmand
authority. Utimately, this capstone position will require a
t hor ough
fam liarization and understandi ng of the base operations arena and
the ability to manage the programs and people who run them nost
notably the Director or Personnel and Community Activities (DPCA),
Director of Engineering and Housing (DEH), Director of Information
Managenent (DO M, Director of Logistics (DOL), Director of Plans,
Training and Mobilization (DPTM, Director of Resource Managenent
(DRM), Director of Contracting (DOC), and the Director of Security
(DSEC). Garrison managenment represents not only a new chal |l enge but
al so new recognition for the civilian enpl oyee seeking increased
responsibility in the post/canp/station environnment.

ACTEDS CONNECTI ON

Army Civilian Training, Education and Devel opnment System
(ACTEDS) plans provide a base for sequential and progressive growth
in all of the career program areas. These plans may be used as
conduits or gateways to positions in base operations, particularly to
the capstone, Executive Assistant. For exanple, a Civilian Personne
careerist who follows the Civilian Personnel Adm nistration Career
Program (CD 10), may branch out at the GS-11 or 12 |evel to pursue
sone of the recommended training in Phase | of the plan on a dual
track. At a mnimum details and | ateral assignnments to other job
series, affiliation in professional organizations and attendance at
meetings involving the mlitary community can serve as devel opnent al
opportunities. The careerist is then broad based or nultidiscipline
and nore conpetitive in the installation nmanagenent arena. Parallel
tracks mght also be nmade within the Conptroller, Transportation
Engi neer and Sci ence, Manpower or Communi cations career fields, to
name only a few The functional relationship between key
installation directorates and feeder career prograns i s denonstrated
at Figure 1.

* The prescribed title for this position is Executive Assistant
(Base Operations), (PERSCOM TAPC-CPF-P Menp dtd. 15 June 1990,
SUBJECT: Civilian Personnel Cccupational Standard (CPOS) - Garrison



Managenent), Organizationally, it may have been called Conmunity
Executive O ficer or Garrison Manager.

HOW TO USE THI' S PLAN

Phase | of this training plan serves as a blueprint or self-
devel opnment gui de for those enpl oyees with varyi ng backgrounds who
seek to make thenselves nore conpetitive for selection for Executive
Assi stant (BASOPS) positions. Training is recommended to ensure a
m ni mrum | evel of conpetence in key BASOPS functions. Perseverance of
aspirants, availability of funds and willingness of both nanagenent
and enpl oyees to endorse and participate are inportant factors in the
use of Phase |I since all training is recomended. The candi date nust
recogni ze that creativity and flexibility are necessary ingredients
because this position requires a self-starter, go-getter, quick-study

type.

Phase Il of this training plan lists prescribed training for
i ncunbents of Executive Assistant (BASOPS) positions. ACTEDS
priorities are applied to this section. Core |eader devel opnment
courses as well as technical training may have previously been
conpl eted under career program ACTEDS pl ans. Equival encies to cited
training as well as waivers may be granted by the Garrison
Commander/ Sel ecting Oficial. Activity career program nmanagers for
the feeder career prograns and enpl oyee devel opnent specialists are
essential advisors during this phase.

In both phases, acquisition of conpetencies through on-the-job
training and devel opnental assignnents is stressed.

REQUI REMENTS FOR EXECUTI VE ASSI STANTS

Understanding the Arny is a pre-requisite. Several courses are
listed in Phase | to prepare a conpetitor with this know edge. The
conpetencies are essential. Prior work experience and/or mlitary
affiliations may justify not taking these courses. Additional self-
help tools are | ocal “greening” classes, outside readings, interviews
with mlitary personnel officers, publications fromthe installation
[ibrary and nmenbership in mlitary/civilian organizations. Data
calls, on-site visits, job analysis, trends analysis, and staffing
queries all indicated using the above nethods to achi eve an
appreciation of custons, courtesies, ranks and military philosophy.

Mobility may not be required. However, the challenge of noving
froma small post to a large post with increased quality of life
i ssues, budget demands, and adaptation to new m ssions is conparable



to the career path which a municipal city manager m ght follow  See
Fi gure 2.

RECRUI TMENT OPTI ONS

Al t hough there is no central referral systemfor the Garrison
Manager, there are a nunmber of recruiting sources which can be used.
All civilian personnel offices recruiting for an Executive Assistant
(Base Operations) should send a copy of their vacancy announcenent
to: Departnent of Arny Civilian Announcenent Distribution System
(DACADS). The address is: Chief, AMCLSSA, Resource Data Anal ysis
Branch, ATTN. AMXLS-LIRB, Tobyhanna, PA. 18466-5103. I nformati on nmay
be obtained by calling DSN 795-7702 or COM (717) 894-7702.

Army-w de announcenent, DoD-w de announcenents and Federa
agency-w de announcenents are all nmeans of searching for status
applicants. External (non-status) applicants can be recruited
through Office of Personnel Managenment (OPM registers or use of
| ocal delegated hiring authority.

The City Manager (CM candidate al so offers a good external
recruitment source. Usually possessing a Masters Degree in Public
Admi ni stration, the aspiring CM serves internships in different
muni ci pal directorates, devel oping froma base area of expertise such
as human resources, budget, etc. Many City Manager candi dates obtain
and mai ntain conpetence through professional associations such as the
International City Managers Association. Mitual growth opportunities
as well as increased positive relationship between installation and
community are significant benefits to investigating the recruitnent
potential of |local City Managers.
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PARALLEL CAREER TRACKS OF MUNICIPAL
CITY MANAGEMENT AMD MILITARY
GARRISON MANAGEMENT

EXECUTI VE ASS| STANT ( BASOPS)
Gty Manager Garri son Manager

v v

Gty Manager of Garri son Manager of
Large City Large Installation

Gty Manager of Garrison Manager of

Medium City Medi um I nstal l ation

Town Garrison Manager of
Manager Small Installation

Assi st ant / Deputy Assi stant/ Deputy Garrsion
C ty Manager Manager

Adm nstrative Assistant to City DEVELOPMENTAL ASSI GNMVENTS
Manager or to Assistant City
Manager I N MAJOR DI RECTORATES

Critical Training CRI TI CAL TRAI NI NG

DEGREE OR COMBI NATI ON OF EXP. & EDUC,
MPA Degr ee FOLOWED BY ARMY ORI ENTATI ON COURSE




Conpet enci es

The foll ow ng know edge’s, skills, and abilities (KSA s) have
been identified for the position of Garrison Manager. These
conpetencies are applied to training courses, devel opnental
assignments and professional affiliations listed in the Master
Trai ni ng Pl an.

1. Know edge of Base Operations (BASOPS).

2. Know edge of adm nistrative processes and procedures which inpact
on garrison/conmmunity operations.

Personnel and EEOQO

Budgeti ng - Pl anni ng, Programm ng, Budgeting & Execution
Systens.

Resource All ocati ons.

Contracti ng.

Arny Supply Managenent System

NAF Management System

oo

DO Qo0

3. Ability to recognize mlitary ranks and understand the
differences and simlarities between mlitary personnel and civilian
per sonnel .

4. Know edge of Army Organi zati ons and Functi ons.

5. Ability to nmanage/ supervise Arny installation prograns.

6. Ability to establish priorities.

7. Ability to brief senior mlitary and key civilian officials.

8. Skill in oral and witten conmunications and the ability to deal
tactfully and di plomatically with others.

9. Ability to fornul ate program goal s and obj ecti ves.
10. Ability to eval uate prograns.

11. Know edge of both appropriated and non-appropriated fund manpower
doctrine and policies and procedures.

a. Know edge of M ssion Area Anal ysis process.



b. Know edge of source documents that contain manpower and
manpower rel ated data needed to retrieve, conpile, analyze, and
produce manpower reports and acconplish force accounting.

c. Know edge of requirenents devel opnment process.

12. Ability to evaluate informati on managenent operations and
activities.

13. Ability to interact with |local conmmunity/municipal officials in
order to enhance civilian/mlitary relationships.

14. Ability to understand external conmunity concerns and their
relationship to/with the mlitary garrison. Exanples are: hazardous
wast e di sposal, traffic problens, natural disasters, AIDS research
utility costs, denpbnstrations.

15. Know edge of battlefield concepts of operation and
i nteroperability/dependency of TDA/ TOE units. (MACOM SPECI FI C)

16. Ability to innovate. Ability to develop new or revised
policies, procedures, progranms or solutions to problens.

17. Know edge of basic installation aw. (For exanple, this
i ncl udes police power, environnental |aw and |egislative
jurisdiction).

18. Ability to interpret data in graphs, charts and tables and apply
data to briefings/presentations.

19. Know edge of safety and occupational health procedures.

20. Ability to understand environnmental issues and their inpact on
i nstallati on managenent .

21. Know edge of and skill in applying the precepts of Total Quality
Managenment .

22. Ability to sustain and inprove Quality of Life operations in
support of the total mlitary community services.



MASTER TRAI NI NG PLAN

PHASE | - FOR ASPI RI NG POTENTI AL EXECUTI VE ASSI STANTS

( Suppl ement

TRAI NI NG

Under st andi ng How t he
Arny Runs

MIlitary Personne
Managenent

Force Moderni zati on
Managenent

( Equi ppi ng the Force)
(How the Arny Runs)

Logi stics Executive
Devel opment Cour se

EEO -- Its place in
the federal governnent

Each Career Program ACTEDS Pl an)

SOURCE
DURATI ON

Correspondence
Sol der Support
Institute (AG 1020)

Cor respondence
SSI

ALMC, Ft. Lee
2 weeks, satellite
or | ocal

Correspondence
600 hrs, ALMC

Correspondence
NI SC Cat al ogue

KSA'S TO

BE ACQUI RED

1, 2, 3,

2(a), 3,
4, 5, 7

1, 2(a, b,
c,d)y, 3,
4, 7, 13,
15

1, 2(a, b,
c,d), 4,
5 7, 12,
15

2(a), 5



Contracting O ficer
Represent ati ve Course

2 weeks | ocal,
On-site or | ocal video

17, 2(d)

Conputer Literary 1 week | ocal, 12, 2
On-site or community col |l ege
MASTER TRAI NI NG PLAN
PHASE | - FOR ASPI RI NG POTENTI AL EXECUTI VE ASSI STANTS
SOURCE KSA'S TO
TRAI NI NG DURATI ON BE ACQUI RED
Pl anni ng, Programm ng USASSI 1, 2(b,c,f),
Budgeti ng and Execution 9 days for resident 5 6, 9
System Ft. Benjam n Harrison,
Correspondence (F12028)
Budget Forrmul ati on OPM - Regional Ofice 2(b)
Cour se or local on-site
1 week
Executive Strategic 2 weeks 12
I nformati on Mgt DoD Conputer Institute
Force Integration 4 days 1, 2(a, b,
Managenent Fort Belvoir, VA c,d)y, 3,
(staff action officers) 4, 7, 13,
15
I ndustrial Coll ege of 10 nont hs 1, 2(a, b,
the Arnmed Forces (I CAF) Conpetitive c,d)y, 3,
GW 14/ 15 LTT 5 6, 7, 8,
9, 10, 11,
13, 14, 15,
16



Revi ew and Anal ysi s Cor respondence 1, 2(b,c),
Sol di er Support 5, 10
Institute (F10934)
MASTER TRAI NI NG PLAN
PHASE | - FOR ASPI RI NG POTENTI AL EXECUTI VE ASSI STANTS
SOURCE KSA'S TO
TRAI NI NG DURATI ON BE ACQUI RED
I nternal Contr ol Correspondence 1, 2(a, b,
Systens Sol di er Support c,d), 5 6
Institute (F12034)
Positi on and Pay Cor respondence 2(a,c),
Managenment SSI (AG 0068) 4, 5
or OPMor CPA Cntr & Sch
Admi ni strative System 1 week 2(a, b,c),
Anal ysi s and Desi gn AMEC or on-site 5, 6, 10
Executive Leadership 1 year (one exercise 3, 4, 6,
Program per nonth usually over 7, 8, 10,
OoPM GS-11/12 a weekend and neetings 13, 14,
during the nonth 15, 16
(Competitive)
Basi ¢ Labor Rel ati ons OPM 4 days | ocal on-site 2(a,c,),
or correspondence 5 9
Equi ppi ng the Force Correspondence SSI 2(a), 4,



( MANPRI NT) (AGL02) 11, 15
MASTER TRAI NI NG PLAN
PHASE | - FOR ASPI RI NG POTENTI AL EXECUTI VE ASSI STANTS
SOURCE KSA'S TO
TRAI NI NG DURATI ON BE ACQUI RED
Certificate in Managenent International City 1, 2(a,b
Managers Association (ICMA) c¢), 6, 9,
“The Effective Local Cor respondence 10, 13,
Gover nment Manager” SELF- PACED (3 core courses 14

and 2 el ectives)
must be conpleted within
3 years

COURSE SEGMVENTS

Ef fecti ve Communi cati ons:
Cetting the Message Across

Managenent Policies in
Local Governnent Fi nance

The Practice of Local
Gover nment Pl anni ng

Housi ng and Loca
Gover nment

Local Governnent Police
Managenment

Local Governnent
Per sonnel Managenent

Managi ng Fire Services

10



Managenent of Local
Public Works

MASTER TRAI NI NG PLAN

PHASE | - FOR ASPI RI NG POTENTI AL EXECUTI VE ASSI STANTS
SOURCE KSA'S TO
TRAI NI NG DURATI ON BE ACQUI RED
Def ense Smal | Purchase 1 week | ocal on-site or 17, 2(d)
(BASI C) Correspondence
ALMC
Deci si on Ri sk 2 weeks 1, 2(c),
Anal ysis for Logisticians ALMC or satellite 6, 9, 16
Executive Briefing 1 week 7, 8, 13
Techni ques OPM Regi onal and | ocal
on-site
Witing Effective Budget 3 days 8, 9
Justification OPM Regi onal and | ocal
on-site
I ntroduction to Program OPM Regi onal 9, 10, 12
Eval uati on Local on-site

or local colleges

Targeted | nnovati on 1 week 5 6, 9,
(for Managers and Center for Creative 13, 16

11



“ldea” people) Leadership
(Can be conducted for
| ocal groups on
contractual basis)

MASTER TRAI NI NG PLAN

PHASE | - FOR ASPRI NG POTENTI AL EXECUTI VE ASSI STANTS
SOURCE KSA'S TO
TRAI NI NG DURATI ON BE ACQUI RED
How t o Supervi se Local T&D O fices 2(a), 3,
Mlitary Personnel 1-3 days 4, 5

(I'ncludes Oficer

Ef fi ci ency Report and
Enlisted Efficiency
Report Eval uati on)

* Community & Famly CFSC Al exandria, VA 2(f), 5,

Support Mt Crse 4-5 weeks 22

* This course is targeted at new nanagers recently enpl oyed by Arny
to include enphasis on program specific training in Comunity
Recreation, Community Operations and Fam |y Support Divisions.

12



MASTER TRAI NI NG PLAN

PHASE | - FOR ASPI RI NG POTENTI AL EXECUTI VE ASSI STANTS

SUPPLEMENTAL RECOMVENDED ACTI VI TI ES

I. Attend (once every 6 nonths for 2 years) the Garrison Conmander’s Staff Meetings,
Program Budget Advi sory Committee (PBAC) Meetings, Position Managenent Review
Conmittee Meetings, Installation Training Comrmittee Meetings, Installation Acquisition
Pl anni ng Board Meetings, Comunity & Fam |y Review Conmttee Meetings and Installation
Town Hall or Mayors’ Meetings.

NOTE: Titles of periodicals cited bel ow do not represent an endorsement but are
listed as exanpl es of substantive education on “Undestanding the Arny”
and its mssion.

Al so Read Arny Tines (weekl y)
Arny Magazi ne (Mont hly)
Def ense Ti nes (weekl y)

and Career Progran Branch specific publications e.g. The Logistician.

I1. Menbership in organi zati ons enphasi zi ng community adm nistration
Information usual ly inparted through:

- Newsletters
- Magazi nes
14, 16,
- Training Conferences
- Networking with local nunicipal officials
- Community Awareness Activities
- Environnmental Concerns
Inquiry Service

Affiliation/ menbership in organizations which will inprove comunication skills and
public confidence e.g., Toastmasters, little theater, choral groups or holding an
office in a civic organization which requires public speaking.

Exanpl e of local comunity activities:
Boy/ G rl Scouts, Chanber of Commrce, Lions C ub.

Church Organi zations, Education (PTA, Boosters’ Club),
Board of Directors of Local Schools, Universities, Financial Institutions

13

KSA'S TO
BE Al | RED

1, 2(a,b,
c,d, f), 3,
4, 5, 22
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2(a, b, c,d)
12,

19



MASTER TRAI NI NG PLAN

RECOMVENDED DEVELOPMENTAL ASSI GNMENTS - Rotate through “Big Four”
(M nimum of 90 Days to gain overall perspective on installation managenment issues.)

This may be to “Shadow’ Civilian Deputy/Division Chiefs in Each Directorate. It also could result fromtask
force participation, contract studies, building down reviews or mlitary reserve duty. Qher areas may be
substituted e.g., Directorate of Plans, Training, Mbilization & Security.

LOCATI ON SUBJECT MATTER KSA' S
Directorate of Engi neer Oper ati ons 1, 14, 5,
and Housi ng ( DEH) Housi ng 9, 12, 19

Construction
Facilities Eng.

Directorate of Logistics (DOL) Logi stics Operations 1, 14, 17,
Suppl y 5 2(d), 9,
Transportation 12
Mai nt enance
Directorate of Personnel and Cvilian/Mlitary Pers. 1, 2(a), 3,
Community Activities (DPCA) Fam |y Support Prograns 4, 14, 5,
Arny Community Service 8, 9, 13, 22
Recreational /Athletic
Pr ogr ans
Education Centers
Al cohol and Drug Abuse
Prev. & Cont. Program
Directorate of Resource Pl anni ng 1, 2, (b,c),
Managenent ( DRM Pr ogr anmi ng 11, 2(d),
Budgeti ng & Execution 17, 5, 9,
10, 21

15



ACTEDS PRI ORI Tl ES

ACTEDS training is divided into two categories: Universal
Trai ning and Conpetitive Professional Devel opnent Training.

a. Universal Training: Training provided toall who have
simlar duties/responsibilities.

MANDATORY - PRIOCRITY 1

- Enpl oyee nust have for acceptabl e performance.

- Training is mssion essential.

- Enpl oyee nust conplete within certain anmount of time and
Wi thin specific time franes. Failure to successfully
conpl ete woul d be grounds for non-selection for or
renoval fromthe position.

MANDATORY - PRICRITY 2

- Enpl oyee shoul d have for effective perfornmance.

- Training directly affects quality of m ssion
acconpl i shnent .

- The training should be funded, but can be deferred if
funds are not avail abl e.

- Includes all training mandated by Arny that does not fall
into the Priority 1 category.

RECOMVENDED - PRI ORI TY 3

- Enmpl oyee’ s know edge, skills, or abilities will be
| nproved.

- This training should be funded after all priority 1 & 2
are funded.

b. Conpetitive Professional Devel opnent Training Training
for which careerists are conpetitively selected to devel op for
the positions of greater responsibility in a career field.

17



TRAI NI NG

Installation
Managenment Cour se

Army Managenment
Staff Col |l ege

Installation Logistics
Cour se

Per sonnel Managenent
for Executives (PME)
(Gs/Gw 12, 13, 14

Presenting Statistics
usi ng graphs, charts,
and tabl es

Organi zat i onal
Study and Design

Personnel Liability
of the Federal
O ficial

Total Quality Managenent
Course GS-13/15

MASTER TRAI NI NG PLAN

PHASE |1 - FOR | NCUVMBENT EXECUTI VE ASSI STANTS
SOURCE
DURATI ON PRIORI TY
ALMC, Ft Lee 1
3 weeks
DCSPER Competitive
Ft Bel voir
14 weeks

ALMC, Ft Lee
2 weeks

2 non-1| ogi stici ans
3 logisticians

Regi onal sites 2
DCSPER, 8 days

OPM r egi onal 3
or local on-site

3 days

OPM r egi onal 3

or local on-site

OPM r egi onal
or local on-site

Def ense Systens Mt 2
Col | ege, Ft Belvoir
5 days

18

KSA'S TO

BE ACQUI RED

1, 2(a,b,
Cl d! eyf)y 41
5, 14

1! 2! 3! 4!
5 7, 11,
14, 15, 16

1, 2(c), 4,
5

2(a), 5, 6,
7, 10

7, 8, 18

2, 6, 13
14, 16

5, 14, 16,
17

21



TRAI NI NG

Resour ce Managenent
I ntroduction

Resour ce Managenent
Tacti cal Course
(Di vision & Bdes)

Organi zat i onal Leadership
for Executives G5/ Gwv 12,

13, 14

Mlitary Construction

Proj ect Managenent
GS/ Gw 12, 13

Labor & Enpl oyee

Rel ati ons for Executives

MASTER TRAI NI NG PLAN

PHASE |1 - FOR | NCUVMBENT EXECUTI VE ASSI STANTS
SOURCE

DURATI ON PRIORI TY

Ft Ben Harri son 2

1 week

Ft Ben Harrison 3

1 week

2 weeks

USACE (Huntsville)
10 days

Arny Cntr. for
Human Resource Mt
1 week

19

( MACOM Speci fi c)

KSA'S TO
BE ACQUI RED

1, 2(b,c,f)
5, 9

2(b,c), 3,
4, 5

3! 6! 7!
9, 13, 16

2(C), 11
2(d), 9

2(a), 5, 9,
17



SOURCE ABBREVI ATl ONS

ABBREVI ATl ON SOURCE

ALMC. . . . . . . . . . . . . . US Arny Logistics Managenent
Col | ege

AMEC. . . . . . . . . . . . . . US Arny Managenent Engi neering
Col | ege

AMC. . . . . . . . . . . . . . Arny Managenent Staff Coll ege

CAL . . . . . . . . . . . . . . Center for Arny Leadership

CFSC. . . . . . . . . . . . . . Community & Famly Support Center

ICAF. . . . . . . . . . . . . . Industrial College of the Arned
For ces

NNsC. . . . . . . . . . . . . . National Independent Study Center

OOCSPER . . . . . . . . . . . . Ofice of the Deputy Chief of
Staff for Personnel (HQDA)

oM. . . . . . . . . . . . . . Ofice of Personnel Mnagenent

USASSI. . . . . . . . . . . . . US Arny Soldier Support
Institute

USACE. . . . . . . . . . . . . US Arny Corps of ENngineers

21



